
M EM ORA NDUM

DATE : June 2003

TO : Multi-Establishment Private Employers

FROM : EEO-1 Joint Report ing Committee

SUBJECT : Computer Printed EEO-1 Report s - The Required Format (Rev.  6/2 003) - An EEO-1 Special Reporting

Procedure

This is t he lat est  rev ision of  the EEOC-approved specif icat ions to be used by mult i-establishment  companies to f ile Employer

Information Report  EEO-1 as a comput er printout  inst ead of  using Standard Form 100 (sample copy attached).

Submission of  the EEO-1 report  as a computer printout  is a Special Report ing Procedure (SRP) as provided for in Sect ion

70 9(c), Title VII of t he Civil Right s Act of 1 96 4, as amended.  Under those provisions, a company  M UST have written

Commission approval to use this format prior to final implementation.  Submission of Report EEO-1 as a computer printout

is st rictly  optional and not required of any company.

APPROVAL PROCESS

A let ter request ing permission to use this SRP w ith at tached test printout s of  the headquarters locat ion and at  least tw o (2 )

establishments in the specif ied format must  be submit ted to the follow ing address for review  and w ritt en verificat ion of

acceptabil ity:

                              The EEO-1  Coordinator Telephones: 1-866-286-6440 /  (202) 66 3-7184 (TTY)

                              EEO-1  Joint Reporting Committee Fax : (202) 663-7184

                              PRINTSRP

                              PO Box 19100

                              Washington  DC  20036-9100

Please direct all questions concerning computer generated reports to the above address or telephone numbers.

BASIC REQUIREMENTS FOR PRINTOUTS

 1. The original and one (1) copy of  the report must  be submit ted.

 2 . The font  or point  size may not  be less than nine (9) points.

 3 . The preferred paper size is 8½ "  x 1 1" .  How ever larger (not smaller) paper w ill be accepted.

 4 . There may be only one (1) report per page and on only one (1) side of the page.

 5 . Your report pages must be sequentially numbered from one, " 1" .

 6 . The Consolidated Report M UST be prepared on an actual EEO-1 form (Standard Form 100).

 7 . The annual, approved,  computer print ed EEO-1 report  for all mult i-establishm ent  companies MUST include: (a) only
one (1) HEADQUARTERS REPORT - TYPE 3 , and  (b) one (1 ) or more ESTABLISHM ENT REPORTS - Type 4  and/or SPECIAL
REPORTS - TYPe 5 .  SPECIAL REPORTS may only be submit ted IF your company has a previously approved SRP in w riting
f rom the EEOC.

 8 . The ESTABLISHM ENT LIST (listing of  locat ions employ ing few er than 50  persons), as specif ied in the EEO-1 instruct ion
booklet, may be comput er generated or submit ted on company stationery.

Computer printed EEO-1 reports must be formatted  EXACTLY as in the attached layout.  ALL designated data fields must be

displayed and identified.   Any deviations will be unacceptable.

(OVER)
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LAYOUT EXPLANATORY NOTES

   1 . "Name and Code of Report Type" (Third Line of Heading)

The type of  report  and it s corresponding numeric code must  be correctly  indicated on EACH  page of your report.

Choose the appropriate subt itle from the list below :

(1) HEADQUARTERS REPORT - TYPE 3 (2) ESTABLISHMENT REPORT - TYPE 4

(3) SPECIAL REPORT - TYPE 5

   2 . How  to Answ er 'Yes' or 'No'  Questions

All quest ions requiring a ' Yes'  or 'No'  answ er (Sect ion B, item no. 2 .c. ; Sect ion C, items 1, 2  and 3; Sect ion D, it em

no.  2) must be indicated as 'Y'  for Yes or 'N'  for No.

   3 . Company/Unit Numbers

The Company Number (CO= XX XXXX -X) and Unit Number (U= XX XX XX -X) previously assigned by t he EEOC to the

headquarters location and establishm ents employ ing f if ty (50) or more persons M UST be indicated on each report  in

their designated f ields.

If  you have been unable to update your computer soft w are w ith the Unit  Numbers previously assigned, they must be

block printed in the correct location on EACH Page of your report.

DO NOT change either number for any establishment .  When new  establishment s of  an ex ist ing company are opened

or are of a size t o be reported f or the f irst  t ime, the EEOC-assigned Company Number must  be indicat ed on the report

for those establishments.   The Unit Number f ield, how ever, M UST be left  blank.

L 4. New  Industry Coding System - REVISION

The Off ice of Managem ent  and Budget  (OM B) has implement ed a new  indust ry  coding system called the North

American Industry Classification System (NA ICS), w hich replaces the Standard Industrial Classification (SIC) coding

system.  (See at tached ‘ Special Not ices’  sheet .)  The SIC and NAICS codes must  be indicat ed in their designat ed

f ields.  The SIC/NA ICS f ield may only be blank for establishments reported for the f irst t ime in the current  year’ s

survey.

    5 . Section B - Company Identification

Complete parent  corporat ion address must  be provided in it em no. 1 on each report  page.  Count y name  M UST be

prov ided on t he same line as city name in items 1  and 2.a. on each report  page.

    6 . Section C - Test for Filing Requirement

Questions 1, 2  and 3  M UST be answ ered on each report page.  Also, indicate the Dun & Bradst reet Number (DUNS),

if  the company has one,  on each report  page.

L 7. * Other Questions*  (Section D - Employment Data) - REVISION

Beginning w ith t he 1 999 survey,  the date(s) of payroll period used (item no. 1) must indicate all four digits of  the

survey year, 19 99 , 20 00   etc.

    8 . Section E - Establishment Information

A brief , but  precise, description in words of t he major business act iv it y for each establishm ent  employ ing f if ty (50)

or more persons must be provided.  The description M UST include whether the major business activity involves

manufacturing, retail trade, w holesale trade, services (especially health services by type), etc.

On the HEADQUARTERS REPORT - TYPE 3 , please indicat e the overall major business activ ity  of  the company.  DO NOT

indicat e, for example, " Administrative Of f ice" , " Corporate Off ice" , " Corporate Headquarters" , et c.   For EEO-1

purposes, the overall business activit y of a company is that activity at w hich the most employees w ork.

Attachment


